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This guide provides step by step instructions to applicants wanting to complete a 2020 Covid-19 Response Phase 2: Long-Term 

Recovery Grant.  

All OCRA CDBG grants must be completed through our online system. This guide assumes that you have already contacted your Community Liaison and set up 

your Indiana Electronic Grants Management System (GMS) at https://indianaegms.force.com/Grants/. After logging in you should see the home screen here:  

 

Getting Started 

At the bottom you should selec the blue hyper link titled: Community Development Block grants  

https://indianaegms.force.com/Grants/s/login/?ec=302&startURL=%2FGrants%2Fs%2F
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This screen should pop up. to bring up the next page where at the very bottom you should select Click Here to View 

Application (Clicking this link will always creat a new application). 

 

 

  



Step By Step Guide – Submitting a Proposal for Covid-19 Response Phase 2: Long-Term Grant   

 

       

You should see a new application, similar this this one: 

 

If you close out and need find your proposals you should click the Account Details highlighted below from your home screen: 
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Bringing you to a page that looks like this: 

 

Select the small black triangle (See Arrow) and select My CDBG Grant Proposals to see all of the proposals you’ve created. You should then select the ADM-

Number that matches the grant you created: 

 

 

 

Completing the Application Sections: 

In this portion of the guide will walk through each section of the application showing what fields need to be filled out (highlighted), those that need to be filled 

out with a specific fake data that needs to be done to complete the section (underlined in red), and finally fields that can ignored all together (left blank). The 

red asterisks you see indicate that this is a required field, however not all of these are required for Proposal, only Application. 
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Section 1:  

Start by selecting the Magnifying Glass next to the Lead Applicant field to bring up a new screen seen below. Try typing in the name of your City, Town, or 

County without and selecting Go! In this example to find the Town of Colette we only type in Colette to show below: 
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If your applicant is a city or town, select “Town of, Colette” or “City of, Colette” if they are multiple options. If you do not see your 

community please select New to being of the following window: 

 

Enter the name of you community in Client Name like seen above. Add any other relevent information and select Save. Only add a new community if you cannot 

find you community through the search. Complete the fields hightlighted below, again seach for your Chief Elected Official an Clerk Treasurer if they exist 

already in the GMS or add them if neccessay much like the Lead Applicant field as seen before: 
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Finally at the bottom complete the last two fields and click Save: 
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You should now see all application sections and Section 1 should read as Completed: 

 

In order to be able to submit your application each one of these sections will need to read as Completed.  
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Section 2: In this section please select Main Stree Revitalization in the Program Field, you will also fill in Eligible Activity with Grants to 

Businesses to Retain LMI Jobs or Loans to Businesses to Retain LMI Jobs. Then please fill out the rest of the highlighted section below and select Save:  
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Sections 4-6: 

These are the narrative sections of the applications, it is suggested that you first write your narratives in a word processor before copying and pasting below. 

Each field allows for 8,000 characters which is about 2.5 pages single spaced. The only section with muliple fields is Section 4, please add your narrative portion 

under the first section “Summarize any Planning…” the “Summary of Work” Should be no more than two paragraphs that will be used for media releases when 

discussing the project. See the example below:  

 

Section 7: 

Here you will need to add specific budget information. In the first row, add in Administration Costs. If you do not have any Administration costs, please leave this 

row blank. If you intend to use CDBG dollars to pay for administration, include up 2.5% of your project budet under the CDBG column, if you are using local funds 

you would add those in the next column, Local match (with eligible in-kind). In the example below we are using $2,000 for Administration coming out of CDBG 

funds. 
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In the next row, Construction Costs, is where you will add you request for funds to use as loans or grants in the CDBG column. If you 

are supplying a local match for these funds you would included those funds in the Local (with eligible in-kind) column. You are not required to have local match 

for this project; thererfore, the example below does not have a local match. 

***Finally, all applicants will put $65,000 in the Local (with eligible in-kind) column under Land Acquisition. You should by the nature of this grant have no other 

Land Acquisition fees. If you your local match (with eligible in-kind) does not equal at least 20% of your total project budget, the system will not allow you to 

save.*** 

 

You will also need to fill out the Local Match Sources table directly below the Summary Budget Table. If you added a local match select the Source of the match 

for Source Type, a brief description of the Source and the Amount. Add another Source Type of Other, and Source of None, with the total amount of $62,500:  
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**THE TOTAL AMOUNT IN THIS TABEL MUST MATCH THE TOTAL LOCAL AMOUNT FOR THE SUMMARY BUDGET TABLE ABOVE** 

You can skip the final table and click Save. 

Section 8: 

Fill in dates for the Notice and Date of the first public hearing. If you have not held the public hearing yet, you will enter the date you plan on hosting the public 

hearing. Public hearings must be held at least ten days after posting notice. See below for an example: 
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Section 9: 

For this section all applications will have the ER Type you should choose “Exempt” from the dropdown menu and no agencies will be required so you should 

select “Yes” from the second dropdown menu. The rest of the questions should be filled in with N/A or a placeholder date “1/1/1800” as seen below: 
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When you have filled placeholder “1/1/1800” dates in all of the first column dates, click save. You do not need to add placeholder dates for the 2nd column at 

this time. 

Section 10: 

Scroll down to the section titled Site Control Status and select “N/A” for all of the drop down sections seen below: 
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After completing the last drop down question, scroll to the bottom and click save. 

Section 11: 

For this section you will need to upload a document for each of the files listed under “Proposal Required Files.” If you do not have the actual documentation for 

each of these required areas please upload a placeholder PDF or Excel file with “documentation not required” or “documentation forthcoming.” 

The following files must be uploaded in order for you to be able to submit the application: 
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To upload, scroll to the bottom and click the “Select Document” dropdown then select the document that you would like to upload that corresponds with one of 

the required files for proposals highlighted above. In this case we will be selecting “FH Ordinance.”  

Next we’ll click the “Choose File” button to the right: 
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And open the file saved on your computer: 

 

Finally, select the “Upload Selected Files” button and you should see the completed upload below: 
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Repeat the above steps for each of the required file types, then select Save. 

Section 12: 

This section should already be marked “Completed” if you selected Main Street Revitalization as the Program in Section 2. 

Section 13:  

This section only requires you to fill out two sections, FFATA and Authorization of Submission. Please answer “Yes” or “No” for the first two dropdown then 

select the checkbox below. Then finally you will need to check the checkbox under Authorization of Submission and then select today’s date. You can then scroll 

down to the end and click save. 
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Submitting Your Application:  

Once you have completed all sections you the “Submit Application” Button should go from red to clear with a black outline. You can now submit your 

application.  
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**ONCE YOU SUBMIT THE APPLICATION YOU WILL NOT BE ABLE TO EDIT IT FURTHER** 

Congratulations, you’re done! If you have any technical questions, contact Mwakefield@ocra.in.gov or your Community Liaison. 

Thank you for all you do for your communities! 

mailto:Mwakefield@ocra.in.gov

